
CHELLAMIE SERVA AVES

Personal Info

Address:
San Esteban Village, Bago City, Negros Occidental,Philippines

Phone:

 09382266830

Email:

Chellamie@yahoo.com
Chellamie.aves@deped.gov.ph

Skills

Sales and Marketing Analysis
Business Strategic Planning
Business Management
Budget and Financial Analysis
Accounting and Bookkeeping 
Well versed Human Resource Management

Language

English

Education

2007-2009  -  Master’s Degree in Public Administration

1995-1999  -  Bachelor of Science In Commerce
 Major in MANAGEMENT INFORMATION SYSTEMS

1995-1999 -  Ramon Torres National High School
        HONOR STUDENT


ELIBILITY

Career Service Eligible
Driver’s License – Professional
National Trainer’s Certificate – National Certificate III
Trainer’s Methodology Course  - National Certificate III
BOOKKEEPING – National Certificate III

WORK EXPERIENCE

Administrative Officer II - Department of Education 				2/7/2017 up to present

*Computes, analyzes and prepares documents for Deped teachers and non teaching staffs salaries, benefits and incentives.
*Consolidates and Analyzes Reports regarding Budget and Financial Matters of the Schools
*In-charge as head of all Senior High Schools Administrative Matters and in solving challenges and problems of all teachers regarding financial and budget for students and teachers needs

*Liquidates all expenses incurred in the schools especially in Utilization of Maintenance and other Operating Expenses

*In – charge of Human Resource Management of Senior High Schools with 300 teachers to be led and be provided with all the respective needs from documentation of steps integration and promotion, Notices of Salary Increase, change status, government remittances and other related HR matters.

Administrative Aide VI - Department of Educatiom - 4/27/2015 – 2/6/2017

Department Head BOOKKEEPING  - I-tech Computer Education 
                                                               6/2/2013 – 4/26/2015

College Instructor -  Bago City College  -  6/1/2008 – 6//1/2013

Manager  -  ONE-STOP-SHOP  -  12/1/202005 – 5/30/2008 (Family Business)

Human Resource Manager  -  American Nurses International 
                                                  PACE Nurses International
                                                  1/2/2003 – 11/30/2005
             
Exec Assistant to the President  - SASSOC PLANNERS & CONSULTANTS    
                                       TRANSERV MANAGEMENT AND SEAMLESS TRAVEL
                                                         1/52000-12/28/2002

When I was in my college years, I worked as s Student Assistant in the University where I graduated to support my school fees and  4 days after graduation I was employed in Distileria Bago Inc. one of the biggest company in the province as a temporary employee assigned in the Engineering Department as Assistant of the Engineer. When my contract ended I transferred in the Local Government Unit in the Tourism Department and worked there as a Co Terminus Staff . 

EMPHASIS:  I am Managing our family businesses all the way from Marketing, Accounting and Budgeting since I am the brain of everything. I am the strategist in planning and all financial aspect. I just have people under me to be supervised in running the operation even I am not physically present.  While I am handling my obligations in the Department of Education as employee and Head of my Section, I never failed managing as the Brain of our Family Businesses.

TRAINING PROGRAMS/SEMINARS
13TH National Congress & Seminar Workshop of the Deped NEU -11/25/2019-11/27/2019
Capacity Building on Technical Writing & Oral Commnication Skills – 7/22/2019-7/23/2019
Financial Literacy Seminar – 4/8/2019
Financial Management Operations Manual Seminar – 2/21/2019 – 2/22/2019
CSC-HRMPS Seminar – 12/7/2018 -12/8/2018
2018 National Planning Conference – 10/17/2018 – 10/19/2018
Peers Forum – 10/11/2018
PAGBA National Training – 8/8/2018 – 8/11/2018
ORAORA CSC – 4/24/2018 – 4/26/2018
Financial Management Operations Manual Seminar – 2/13/2017 – 2/14/2017
Psychological Wellness Seminar – 12/1/2017 -12/3/2017
GACPA – 10/25/2017 – 10/27/2015
Training Workshop on the Performance
Monitoring and Evaluation	-10/18/2017 – 10/19/2017
VCM Technician Training – 2/23/2016
Trainer’s Methodology & Assessment Methodoloy – 9/26/2015 – 9/28/2015
Teacher’s Induction Program – 9/14/2015
Workshop in Quickbooks – 3/16/2015
Teaching Tourism and Hospitality Accounting – 1/15/2015

